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OCrithco! jeview of Office oper rons 


i. This miviaorendun: is fer inform: Gon only. 


2, The support biractor. te has completed three separcte reviews 
of OU/S setivities, The firia wos the Executive Inventory which is « 
veview Of the incumbents of oil ceniox positions ta the DD/G cud on 
eveiuction of rughscumemt capabilities for ot leust tus meat seven years, 
{cas plouged to report ther we hove silequate dem end oopebility co fill 
every senior 61/3 position which “ill becerse vocamt beosuse of retire- 
Wk, reusslyament or rotation. 


o. The second review under the titi Mointatming High Level 
sguchity of Personnel cu specifleally directed to exsmine the bottom: 
of the aera lists to detorrmiine whet coxrective action wou betng 
tomet fox Week or lnadequcte peviormames. A murcber of indivicuct 
esses were discussed in Getedl amas course of cetiea in ench w : 
unon. Most of the oroblem csge4 on bs cerrected by cdkiftiogs | crainin ; 
and reassi gic to positions more aa -ble to the capabilities of the 
piiividuals concerned. Jn som.c few cesses we will isgue beaters of wernin< 
on perforrsace cad ey well reconumer) terminstion of eniplocment if 

mrked inprovement lu not noted. Ton: pleesedto report thot the muicbor 

oi problem caves wes quite smell, considering the numbers of employees 
amd the variety of sccupstions found in the DD/S, Ik else reflects the concent 
of the DO/S Office Recds and continuing sctions they heve taken through the 
yeors in correcting or eliminating iso dequote perform cance. 


4. The third review consisted of 5 Critdes! eview of Gperctions. 
ch Uifiee wes 9 requcstuu to review ics component ociivities in cr criticel 
G€N52 03 00 thety functionyl necessiry, the sossibilicy and fe«slbilicy of their 
buin., combined with other ongoing eetivities oa i Wernstives thet mi he) Ate 
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Pe {he 8d Opbotonas el peer ace of the various component s be 
s0Heltel os to orang pe perform the job mors cificieatly, Esch Office 
VaTDHSLeN in sor - Fee sea visory soramittee with « 
brow G charter to lavestiocts ond : mslyze vay mencyoment problea, 
Sch con:iponerr’s oper ou bcs roviewed ta considercble detail ona 
nurbor of odjustmenta ond chaajes have been or will be effected, I was 
pirticularly pleesed by the exrent of employee purticipation and cogerness 
to hove on opportunity fo ine ke comments and susseations, For exemple, 
Mineacu rocelved 55 suggestions: Tr: dming, neaxly 70 pronossls: end 
Logistics, 29 suggestions, As a result I feel ciet we are well ar nized 
ig terns of meeting the fmerionsl responsibilities and our ma jor procedural 
eppror ches ore properly structured and responsive to functional requirements ‘ 
Ugucily importem wes the sttitude snd interest of not only the Oifice Heeds 
ai of their = eevee teeing 2nd employces down to the warking level. 3 
feel satisfied thet » rather thorough review hag beon conducted ond « continain: 
inforwst of supervisors and employcus in Gaing 8 better job has been properly 
Stimulated, . 


SIGNED i. £. barnerman 


R.L. Boaacrman 
patty Director 
for Support 


Distribution: 
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Approved For Release 2003/05/27 : CIA-RDP84-00780R003400060069-6 


grey” 
wuk 7 te 
Approved For Release 2003/05/27 : CIA-RDP84-00780R003400060069-6 


e » 


DD/S 69-0413 
42 FEB 1969 


MEMORANDUM FOR: Director of Communications 
Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 
Director of Security 
Director of Training 


Critical Review of Office Gperations 


1. Iwas very much encouraged by your initial response to your 
critical review of office operations. I have forward.d a summary of 
vour activities to the Director. I believe we aru well organized in terms 
of meeting functional responsibilities and I am cqually satisfied that our 
maior procedural activities are responsive to functional requirements. 


2, Iam sure, however, that we will all agree that your attitude and 
interest and support of your management team are the most important 
ingredients of a continuing review of office operations. I would very much 
appreciate your keeping me informed of your progress in this area. Tam 
particularly interested in your responses to the suggestions and opinions 
of employees of your components 23 to better and more efficient ways to 
do the iob. 

SERED fe, yo os 


Pp Maar Patel ee 
Be dna ade 


R. L. Bannerman 
Deputy Director 
for Support 
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lt SOS/DDS Chrono 
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MEMORANDUM FOR: Director of Central Intelligence: 


SUBJECT : Critical Review of Office Operations 
ie 

1. Inthe light of personnel ceiling and budgetary restrictions which 
exist at the present time and will most likely, continue well into the future, 
I asked the DD/S Offices to review their comiponent activities in a critical 
sense as to their functional necessity, the possibility and feasibility of their 
being combined with other on-going activities, and alternatives that might 
lead to their being accomplished more efficiently in some other manner. 
I also asked that suggestions and opini ns of employees of their components 
be solicited as to better and more ete ways of doing the job. 


2. Iam pleased by the response of the Support Offices to this subject. 
All have been surveyed by one or more organizational elements in the 
past year and in addition Finance, "Training, Medical Services and 
Communications have recently been surveyed by the Inspector General. 
Most of the organizational and procedural changes recommended by the 
Inspector General or other external survey groups have been effected 
in the Support Offices. In different forms each of the Offices has established 
a management advisory committee, some with broad charters to investigate 
and analyze any management problem and others with more specific charters. 
I am particularly pleased by the extent of employee participation in these 
critical reviews of Office operations. For example, Finance received 
55 suggestions; Training nearly 70 proposals; and Logistics 39 suggestions. 


3. I believe we are well organized in terms of meeting functional 
responsibilities, and J am equally satisfied that our major procedural 
approaches are necessary and responsive to functional requirements. 

I take much greater comfort, however, from the attitude and interest of 
not only my Office Chiefs but their management teams down to the working 
level. I believe this is the area that produces the best payoff in the critical 
review of Office operations. 


R. L. Bannerman 
Deputy Director 
for Support 


CE ad 


desisrei: aeaiea A 


“Riou 1 | 
Approved For Release 2003/05 2: corbom a -AUZAORED3400060069-6 


OWL L 


Hy rd 
Approved For Release soossavak Edin-rpps4-00780R003400060069-6 


e 


REDRAFT OF DD/S 69-0402 
DD/S:RLB:maq (4 Feb 69) 


MEMORANDUM FOR: Director of Central Intelligence 
THROUGH : Executive Director -Comptroller 


SUBJECT -: Critical Review of Office Operations 


1. This memorandum is for information only. 


2. The Support Directorate has jet completedga 


pe Oe 


ve DD/S activities, througk=the-meditincf (three separate reviews.) The first 


\ Renee 


AS 
Ye the Executive Inventory which is a review of the incumbents of all senior 


positions in the DD/S and an evaluation of replacement capabilities for at 
least the next seven years. I am pleased to report that we SR have adequate 
depth and capability to-ensure-theé+Hengs-—of every senior DD/S position which wt 


become vacant because of retirement, reassignment or rotation. , REX KOCKIK 


3. The second review under the title "Maintaining High Level Quality of 
LACE: tans J? 
Personnel" was specifically directed to a-review2sf the bottom of the competitive 


lists to determine what corrective action was being taken for Weak or Inadequate 
performance. A number of individual cases were discussed in detail and a 
course of action in each was agreed upon. Most of the problem cases can be 


corrected by additional training and reassignment to positions more suitable to 
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to the capabilities of the individuals concerned. some few cases we will 
issue letters of warning on performance and may/well recommend termination 
of employment if a marked improvement is not Moted. I am pleased to report 


that the number of problem cases was quite sy all, wher considering the 


numbers of employees and the variety of occfipations found in the DD/S. It 
80S Orrick He, Js 


also reflects the concern of theres ny ees-in-Dbp7S and continuing actions 
o 


they have taken through the years in corkgcting or eliminating inadquate 
performance. 

4. The third review consisted Af a Gritical Keview ofdperations. Each 
Gttice was requested to review its component \activities in a critical sense 
as to their functional necessity, the/possibility\and feasibility of their being 
combined with other ongoing activifies and alternatives that might lead to 
the more efficient accomplishmegt of #@ missions, also asked that suggestions 
and opinions of employees of th¢ various components bea solicitied as to their” 
we Ways ip ore effigiently perform the job. Each Office established 
in some form a management Advisory committee with a broad Sharter to 
investigate and analyze any/management problems. Each componénxt's operation 
was reviewed in considerable detail and a number of adjustments and changes 


é 


have been or will be effected. I was particularly pleased by the extent of 
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employee participation and eagerness to have an opportunity to make comments 
and suggestions. For example, Finance received 55 suggestions; Training, 
nearly 70 proposals; and Logistics, 39 suggestions. As a result I feel that 

we are well organized in terms of meeting the functional responsibilities 

and axe our major procedural approaches are properly ee and 


responsive to functional requirements. JX Equally important md the 


attitude and interest of no 

teams and employees down to the working level. I feel satisfied that 

a rather thorough review has been conducted and a continuing interest of 
supervisors and employees in doing a better job has been properly 


stimulated. 


R. L. Bannerman 
Deputy Director 
for Support 
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